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Public Records Law

General Statute § 132-1 Public Records Act
a)"Public record" or "public records" shall mean 

all documents, papers, letters, maps, books, 
photographs, films, sound recordings, magnetic 
or other tapes, electronic data-processing 
records, artifacts, or other documentary material, 
regardless of physical form or 
characteristics, made or received pursuant to 
law or ordinance in connection with the 
transaction of public business by any agency 
of North Carolina government or its subdivisions.



G.S. 121 
Archives and History Act

• 121-4(2)
– Assigns records 

management responsibility
• 121-5(b)

– Regulates the destruction 
of public records

• 121-5(c)
– Directs DCR to assist 

governments and  agencies
– State Archival Agency Designated. – The Department 

of Cultural Resources shall be the official archival 
agency of the State of North Carolina 



How is digital different?

• Cannot view without manipulation, 

• Format dependency-hardware & software, 

• Logical file names,

• have to be managed over time to ensure 
access. 



What can you do? 
• Format awareness

File formats—Is the data format open or proprietary?

Open standards and APIs improve interoperability

• Vendor support lifecycle and 
documentation

What formats will vendor use? Can you get your stuff back 
and be able to use it?

Beware of both trendy and aging formats

Is the data stored in a single file/container or requires multiple 
files?



What to look for
• Openness/Transparency- 

is format documented

• Adopted as a standard (a 
must for anything longer 
than 10 years)

• Stability

• Dependencies/Interopera 
bility—hardware, software



CHOOSING GOOD FILE FORMATS



Importance of File Formats and 
Management



Recommended preservation formats?

Images:  TIFF (.tif) or JPEG2000 
(.jp2)*

Audio:  MPEG-2  (.mpg, .mpeg, 
.mp2) or MPEG-4

Video: WAVE (.wav) w/BWF header

Word Processing Files:  PDF (.pdf) 
TEXT (.txt) *, or RTF (.rtf)



FILE NAMING
How do you know what it is without having to open it?



File-Naming
Computer generated versus logical



Best Practices

• File naming
– Descriptive title

• Wake_Parcels_2006
• Shellfish_Growing_Areas_2009

• Attributes
– Logical Name
– Metadata description



Example of Nirvana



Metadata

Information that Matters



You CAN do it!



Best Practices Recap
• File naming

– Descriptive title
• Wake_Parcels_2006

• Formats
– Use common standard formats

• Metadata– Do IT!
– Comply with existing Standards

• You are not alone, we are here to help!
– www.records.ncdcr.gov



Resources
Library and Archives of Canada Local Digital Format Registry
http://www.collectionscanada.gc.ca/digital-initiatives/012018-2210-e.html#c

Recommended Digital File Format—North Carolina State Archives
http://www.records.ncdcr.gov/erecords/FileFormatTable-Access-March_2007.pdf

PADI file formats bibliography
http://www.nla.gov.au/padi/topics/612.html

North Carolina Digital Preservation Education Website
www.digitalpreservation.ncdcr.gov

PADI file formats bibliography
http://www.nla.gov.au/padi/topics/612.html

http://www.collectionscanada.gc.ca/digital-initiatives/012018-2210-e.html#c
http://www.collectionscanada.gc.ca/digital-initiatives/012018-2210-e.html#c
http://www.records.ncdcr.gov/erecords/FileFormatTable-Access-March_2007.pdf


• Contact Information

• Kelly Eubank
• 919-807-7355
• Kelly.eubank@ncdcr.gov
• www.records.ncdcr.gov
• www.digitalpreservation.ncdcr.gov

mailto:Kelly.eubank@ncdcr.gov
http://www.records.ncdcr.gov/


A couple of editing screens
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